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SCHEDULE

]

DATE PREPARED

1 July 1954

25

OFFICE,
.Office of Operations, Assistant Director of. Operations

B1VISION, BRANCH

APPH

| TEM

FILES IDENTIFICATION

VOLUME

TYPE OF FILING

4

surveys, charts and other papers which
document the policies, procedures, de-
cisions, functions, planning, agreements
and other activities of the Office which
is responsible for the direct collection
of intelligence information from selected
overt sources.x Filed alphabetically by
subject title.

198§ to date
" XTHes

2....lTOP SECRETXILES

reflect the. plawning and.support for
yarious.activitiég by the Office of Oper-
lations. Prior to. »Q53 these documents
were waintained in a\geparate file. _Now
being incorporated im regular- subject file.

. 1946 - 1952

DAILY DIARIES

Consists of chronology of daily
activities of the Assistant Director of
Operations and the Deputy Assistant
Director of the office. Filed chrono-
logically.

1946 to date

A_nprr_nlerl Ear Releas

wNeLubE S Tor SEE

3645,

‘s

p 2005/11/21

D’ISPOSI.TION INSTRUCTIONS/
NO. (Title, descrzpt]on arrangement, and inclusive dates) (Linear Ft) EQU1PMENT ' -
=]
(=
1. SUBJECT FILE =
. . 2
_Consists of correspondence, reports, e;ﬁ Legal &g Permanent. Disposal not authorized. ¥ ut

“keFtEr, safes

¥ FepElsate

Legal safe

. CIA-RDP78-00487A0004000600023— |

off selected files at the end of eacq%iear,
retain in current files area 1 year;
transfer to CIA Records Center.

.,

AD[O for dqwngrad ng
aded materi\l to
1.

d-by-t
or destruction. m%
be incorporated 1n.Ite

Permanent. Disposal not authorized by
this schedule. Retain in current filles
area indefinitely.
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I TEM - - FILES IDENTIFICATION VOLUME TYPE OF
NO3# (Title, description, arrangement, and inclusive dates) (Linear Ft) EQUIPMENT

€ DISPOSITION INSTRUCTIONS

R

: LIBRARY REFERENCE MATERIAL ﬁ JETON M

* These are bound books, technical @ 2 Book cases DermaYert . Retain indefinitely. Return
manuals, dictionaries and other publica- to CIA Library when no onger needed.

Y
1
H

tions. Used for reference purposes.

N -

o thy

-5. | BUDGET OFFICER'S FILES :
L5984, Cor
. < Consists of copies of budget estimates| -—2FF Tetter safe Permanents Disposal not authorized. Cut %=
and authorizations, monthly financial re- \f{c . off at the end of each fiscal year; retain’
porting statements and monthly allotment A e : in current files area 2 years; thén retlre
ledger sheets. Used in forecasting and to CIA Records Center. . S
planning the activities of the entire office -,
and in disbursing funds for its operations. . .
1946 - 1954 ‘

6. | REFERENCE PUBLICATION FILE ..

! These are copies of drafts and Final
eszieg=of publications produced by the
various offices of the Agency or by the
Divisions of this Office. Referred for in-

formational purposes. CorirnT FiE "y
= QV», R,
—&-=PBrafts of publications produced W37 Letter safe Pemporesys—Destroy when final .prinmted
=-other-offices; wainly;—ONE, ORR and: reopy-is—received.. .
—¥9537= 195K > {
=y

~bee Printed copies~oT dbove publica- = Totiten_sofe ewporary. Retain in current files area
tions V_.Flied %}f%fﬁcé grd-numerically 3 wonths; then m Lo Slsty L;ufc\;: for
thereunder.~ ™ ~ " reissue . SpH e /c Recepps Cerye e

‘Current or ER1BE CoP/ES [sLz are

PrsTrRadTio s,

y
7455,@, /7,:,15/71 SRRl zf;" g’ %’
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- - FILES IDENTIFICATION
(Title, description, arrangement, and inclusive dates)

VOLUME

(Linear Ft) |

TYPE OF
EQUIPMENT

G

DISPOSITION INSTRUCTIONS

- .
r

REFERENCE PUBLICATION FILE (continued)

%f/ Copies of FBID's daily report of
monitored foreign broadecasts.

.

Extraropies of~reguirements-served

~on-the0fTtee _by-other ITAC-upencies Tor

informationai~purposes. Other-copies-

sent direct to régpective-Division by-0€D:
" o Jets

CONVENIENCE READING FILE

Extra carbon copies of all communi-
cations signed by the AD/O or the DAD/O.
Used for ready reference. Filed chrono-
logically.

1953 to date

| PERSONNEL LOCATOR CARD FILE

A 3 x5 card file on all employees
in the entire Office. Contains the name
of the ewployee, position title, grade,
EOD date and date of separation. Filed
alphabetically by surname.

1946 to date

2@0]*

200814

Legal safe

ClLA-RPBPZA

Letter safe

.- T

Temporary. Destroy previous copy upon
receipt of latest issue. : (Except those
which are to be retained for lectures aﬁ@.
discussion purposes P

.

| memporary \ Destroy-when.read..-

Permanent. Disposal not authorized. Cut
off file at end of each calendar year; re-
tain in current files area 1 year; then
transfer to CIA Records Center.

Temporary. Place in inactive file when em-
ployee resigns; retain in current files
area 6 months and then destroy.
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1TEM v FILES IDENTIFICATION VOLUME TYPE OF NG DISPOSITION INSTRUCTIONS
no. (T"itle, description, arrangement, and inclusive dates) (Linear Ft) EQUIPMENT -
10. | MAIL LOGS : D i
. Resained—eopies of logs used for-- : [
recording-eli-elassified waterial received . o =
<ad:- dispatched by the Office as required B
by existing security regulations. Main- =]
tained -chrornologically. ., ' o e &
v [l X ~ . _ ¢ ix‘? :
a. Top Secret logs maintained by | § Legal safe Temporary. Disposal not authorized by -,
Area Control Officer on in and out wmove- this schedule. Retain in current files
ment of top secret material in the entire area indefinitely. .-
Office, T

. B ljw to date B
oRM 9 b o 5. . N
b,. Eorg3I=3d used for recording . \‘)fq Legal safe /’ Lhas 7 Cut

Destroy after 1%year.
classif‘ied material (other than top secret off at the end of each year; retain in

in and ouz of the Office of the Chlef} LSO current files area 1 year and destiy.
© EEZ to date)

P(;a;/u.s G“t RIER. Reczip7 oN GRGHATING

orFIcE CoRy., fyen cuearcz.rranp,_w) A anE Blox&s

11. | DOCUMENT RECEIPTS - ?
, J & St i g VST
These are signed copies efPerm-38=164° <L |~ Legal safe Temporary. Dis EYTS
Document Receipt§ maintained on waterial . this—scheduIe. Cut off’ at end of' each
transmitted within the Agency or to other year; retain in current files area 1 year;
government agenues. Filed chronologi- then transfer to CIA Records Center.
cally. R -
19k7 to -date
12. | COURIER'S CLASSII'IEPR MAIL RECEIPTS...
: —rirreceipts. signed by 2 - Boxes Tomporary - Destroy after-1 year. Cub
eoueiTrs '1‘afgfck‘ing"up=‘1ail for delivery off- file at.the end of each year; retain
_to-=2ddressees: Riledby soysrier=ranucr- in current files area 1 year; then destroy
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